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An AASIS Training Guide WCPTAR – Workers’ 
Comp Premium Tax 
Annual Report

Demonstration

• Workers’ Comp Premium Tax Annual Report
(ZHR_WCTAX) 

Note:  The roles that have authorization to generate this report are 
Agency HR/FI Posting Specialist and State HR/FI Posting Specialist.

This report will reflect total earnings by cost center, internal order 
and/or wbs element.  Also, reflected is the total workers’ compensation 
amount owed by the agency. 
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Workers’ Comp Premium Tax Annual Report

1a. Enter transaction code 
ZHR_WCTAX in the command field 
and press enter,
OR
1b. Optional – Follow the menu path 
and double click on Workers’ Comp 
Premium Tax Annual Report.

You may want to add the 
transaction code to your favorites.

3. Enter the Business Area.  

This report can also be ran by cost 
center, internal order or wbs element.  
However, the Business Area must 
also be entered.
4. Click Execute.

To send this report to excel go to 
the step 6.

2. Enter the Calendar Year.
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Workers’ Comp Premium Tax Annual Report

5. View the report information.

The Workers’ Comp Percent will be 
reflected for that calendar year, (i.e. 
calendar year 2003, the percentage is 
0.000390).

To verify the total earnings amount, 
execute the FI Payroll Posting 
Report.  For more details, refer to the 
Demonstration “FI Payroll Posting 
Report – Verification of the earnings 
amount from the Workers’ Comp 
Premium Tax Annual Report”.

If you do not want to send the 
report to Excel, skip steps 6 - 21.
6. Optional – to send the report to 
Excel, click on the drop-down list for 
‘Download Detailed Report Data’ or 
‘Download Summary Report Data’ 
and follow steps 6 thru 21.

The ‘Detailed Report’ provides more 
information than the ‘Summary 
Report Data’ or the standard report.  
The information included in the 
‘Detailed Report’ is as follows:
Calendar year; Business Area; 
Personnel Number; Wage Type; Cost 
Center; Internal Order; WBS Element; 
Amount; Payroll Date; For Period; 
Post Date; G/L Account; and Run ID 
number.

STEPSSCREEN VIEW
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Workers’ Comp Premium Tax Annual Report

The ‘Detailed Report’ will not reflect 
the workers’ compensation tax 
amount.

The ‘Summary Report’ and standard 
report provides the following data:
Business Area; Cost Center; Internal 
Order; WBS Element; Earned 
Amount and Workers Comp Amount.

For this demonstration, we are 
selecting the ‘Detailed Report Data’.

7. Optional – enter a file name for the 
report.
8. Click Open.

STEPSSCREEN VIEW
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Workers’ Comp Premium Tax Annual Report

9. View the file name.  
10. Click Execute.

Open up your Microsoft Excel on 
your personal computer.

11. Click Open.

STEPSSCREEN VIEW
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Workers’ Comp Premium Tax Annual Report

12. From the drop-down list for Files 
of type, select ‘All Files (*.*)’.
13. Locate your file name.
14. Click Open.

15. Click in the radio button for 
Delimited.
16. Click Next.

STEPSSCREEN VIEW
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Workers’ Comp Premium Tax Annual Report

17. Click in the box by Tab to place a 
checkmark.
18. Click in the box by Semicolon to 
place a checkmark.
19. Click Next.

20. Click Finish

STEPSSCREEN VIEW
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Workers’ Comp Premium Tax Annual Report

21. View the information in Excel.

STEPSSCREEN VIEW
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Glossary of Headings
for 

Workers’ Comp Premium Tax Annual Report

• Bus Area:  The agency’s business area.
• Cost ctr:  The cost center where the earnings were posted.
• Intrl-Order:  This is the Internal Order usually used by agencies to report 

programs.
• WBS-Element:  This is the WBS element for projects and grants reporting.
• Tot Earnings Amt:  The total amount of earnings reported for that cost center, 

cost center and internal order, or cost center and wbs element.
• Tot Workers Comp Amount:  This is the total Workers’ Compensation amount 

owed.
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Demonstration

• FI Payroll Posting Report

(ZPP_FI_REPORT)

Note:  The roles that have authorization to generate this report are Agency 
HR/FI Posting Specialist and State HR/FI Posting Specialist.

This report will provide agencies with posted earnings amounts. 
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FI Payroll Posting Report

1. Enter transaction code 
ZPP_FI_REPORT in the command 
field and press enter.

2. Click on ‘Get variant’.

STEPSSCREEN VIEW
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FI Payroll Posting Report 

3. Delete the name in the field for 
‘Created by’.
4. Click Execute.

5. Double click on the variant name 
“WCTAX”.

STEPSSCREEN VIEW
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FI Payroll Posting Report 

6. Enter the agency’s Business area.
The agency may also want to 

search by a specific cost center, 
order (internal order), wbs element, or 
personnel number.  Enter the 
additional search criteria after the 
business area has been entered. 

7. Enter the calendar year dates for 
the year of the workers’ comp 
premium tax report in the ‘Document 
posting date’ field, (i.e. in this 
example the calendar year for 2003 is 
01/01/03 to 12/31/03).

8. Click Execute.
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FI Payroll Posting Report

9. Use the scroll bar until you find the 
Amount column.

10. Click on the heading for Amount .  
This column reflects the earnings for 
employees.
11. Click on Total.

STEPSSCREEN VIEW
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FI Payroll Posting Report

12. Verify the total sum reflected on 
this report with the total earnings 
amount reflected on the Workers’ 
Comp Premium Tax Annual Report.

These columns should reflect the 
same total. 

If they do not, follow the steps 
below to research:
A. Click on the heading for Cost 
Center. 
B. Click on Sort in Ascending Order.

STEPSSCREEN VIEW
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FI Payroll Posting Report

C. Click on the heading for Cost 
Center again.
D. Click on Subtotals.

E. Verify the cost center subtotal 
amounts with the amounts from the 
Workers’ Comp Premium Tax Report.

STEPSSCREEN VIEW
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FI Payroll Posting Report

• Year:  The state fiscal year.
• Posting Date:  The Posting Date represents the date the Office of Accounting 

processes the FI posting of the payroll results.  Viewing the posting dates is 
the easiest way to identify an off-cycle payment for an employee.

• Run number:  This number refers to the FI Payroll posting run number.
• St.:  This is the posting run status.  50 is for posted and 63 is for reversal.
• Posting doc.:  This is the HR Payroll Posting document number.
• St.:  This second st is the posting document status.  20 is for released 

document ready for posting and 25 is for released reversal ready for posting.  
The posting document status corresponds with the posting run status.

• Line number:  This is the document line number.
• Bus. A:  This is the agency’s business area.
• Cost Center:  The cost center for real posting for funds and funds center.     
• WBS elem:  This is the WBS element for projects and grants reporting.
• Work Center:  This column is only used by the Dept. of Health.
• Order:  This is the Internal Order usually used by agencies to report programs.
• In-per.:  The OPM payroll pay period in which earnings were paid.
• For-pe.: The OPM payroll pay period in which the earnings should have been 

paid.  This is the field that will reflect a retro-calculation for the pay period that 
the retirement expense should have been paid in.

• WT:  The wage types that are posted are reflected here.  Please refer to 
Attachment A for a complete listing of the wage types involved with this report.

• Pers.No.:  This is the employee’s personnel number.
• SSN:  This is the employee’s social security number.
• Amount:  The amount reflects the employee’s earnings.
• Funds Center:  This is the funds center or appropriation that the transaction 

was paid out of.
• Fund:  This is the fund that this transaction was paid out of.
• G/L acc:  The general ledger accounts are numbers which tell what the money 

was spent for.  
• Commitment item:  There is only one commitment item for each general ledger 

account.  The general ledger accounts and corresponding commitment items 
used in this report are listed on the following page.

• Number:  This is the total number of hours for employee in the reporting 
month.  This number includes compensation hours.


